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No. (C-653

RECORDS RETENTION AND DISPOSAL SCHEDULE

Page

No. /731L

Agency

St. Mary's County

Division
Office on Aging --Finance

Description

Retention

General Administrative File

Subject files containing correspondence, printed
materials and general reference materials related
to the operation of the office.

County General Fund

Files relating to County budget expenditures-
includes budget requests, ledgers, budget
amendments, invoices. This information is included
in the County's Finance Office reports in summary.
These files are used as detailed backup.

State Grants

Financial reports, budget information, line-item
expenses, and request for funds for each of the
grants awarded through state agencies.

Quarterly Performance Reports

Reports to the State Office on Aging prepared by
the local office concerning grants awarded,
statistics of office activities, etc. These files
contain copies of reports, the originals are filed
with the State Office. )

Retain 3 years, then destroy.
Files should be reviewed
periodically prior to
destruction and materials
having continuing legal or
administrative value should
be kept until such value
ceases.

Retain 3 years or until
audits completed, whichever
is later. Retain in office
current year and one year
prior, transfer to be held
in County Records Center and
Archives, 2 years

then destroy.

Retain 3 years or until
audits completed. Retain in
office current year and one
year prior, transfer to
County Records Center and
Archives, 2 years

then destroy.

Retain in office 2 years or
until administrative use is
completed, whichever is
later.then destroy.

‘ Schedule approved by Department,
Agency, or

fuulden

ivision Representative

10/6\ /gol

Signature

T tle Date

‘Scheduleiauthptized by

State Archivist




RECORDS RETENTION AND DISPOSAL SCHEDULE No. C-653
- (Continuation sheet)
Page
No. ?*352——
Item
No. Description Retention
5. Federal Grants - RSVP
Finacial reports, budget information, line-item Retain 3 years or until all
expenses, and request for fund reports for RSVP audits completed, whichever
program. These files contain detailed back-up is later. Retain in office
information for final reports and annual 2 years, then transfer to
summaries. County Records Centeré
Archives to be held 1 year,
thereafter: destroy.
6. Federal Grants - Title III
Budget information, financial reports, line-item Retain 3 years or until all
expenses, requests for funds, donations reports audits completed, whichever
and Title III closing information., These files is later. Retain in office
contain detailed backup information for final 2 years, then transfer to
reports and summaries. County Records Center &
Archives to be held 1 year,
thereafter destroy.
7.

SMILE

Reports relating to three revenue sources
containing line-item expenses, budget information,
donation reports, financial reports, ledgers.

These files contain detailed backup information
for final reports.

P
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Retain 3 years or until

all audits are completed,
whichever is later. Retain
in office 2 years, then
transfer to County Records
Center & Archives to be

held 1 year, thereafter
destroy.
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JEDTRUCT QNS - -TYPE OR PRINT A
SEPARATE FOFRM FOR EACH NEW OR
REV ISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DGS B80-1)

DEFARTMENT OF CGLNERAL
RECORDS MANAGEMENT DIVISION
7278 WATERLOO ROAD
P.O. BOX 278
JESSUP, MARYLAND 20794

t657
AGENCY RECORDS INVENTURY

SERVICES

PAGE I

OF?

‘JEPARTMENT/AGENCY
St. Mary's County

2. DIVISION

Office on Aging - ~¢- T R

3. WIT  pinance

DEFINITION - RECORD SERIES'A GROUP OF RELATED RECORDS NORMALLY FILED

AND USED AS A UNIT FOR

REFERENCE AS WELL AS RETENTION AND DISPFOSITION PURPOSER

4. RECORD SERIES TITLE
General Administrative File

5. EARLIEST YEAR/LATEST YEAR
Active To _Inactive

6. RECORD SERIES DESCRIPTION (DRIIPLY SDEIRSICERSIII THE TYYPES OF lNFOMTlON/DOCMNT'/POM FOUND
IN THE .

INCLUDE THE PURPOBE OR FUNCTION OF THK SEFIES )

Subject files containing correspondence, printed materials and general reference materials
related to the operation of the Finance Division.

7. RECORD SERIES FORMAT(S)

O LETTER SIZE D MICROFILM

QXLEGAL SIZE 0O COMFUTER TAPE
BOOK U FLOPPY DIsSK
AUDIO TAPE 0O VIDEO TAFE

O OTHER(SPECIFY)

8, RECORD SERIES SEQUENCE 9.

% ALPHAEET I CAL

O NUMERICAL

0 CHRONOLOGICAL

0 GEOGRAPHICAL

0 OTHER(SPECIFY)

VOLUME

XX FILE DRAWER(S)

O MICROFILM REEL(S)

2 O COMPUTER TAPE(S)
NUMBE® 0 orypg(sPECIFY)

10, ANNUAL ACCUMULAT ION
#¥X FILE DRAWER(S)
.25 0O MICROFILM REEL(S)
ROMBER O COMPUTER TAPE(S)

O orHER|{SPECIFY )

P11y piLE 1S USED

0 pAILY K wEEKLY

O MONTHLY

12,

FILE BECOMES

2
RUMBER

INACTIVE AFTER
O MONTH(S) X YEAR(S)

13, CURRENT LOCATION(S) {BLDG.,FLOOR, ROOM) 14. 15 RECORD SERIES DUPL ICATED ELSEWHERE?
{i1r ves, spECIFY s4aENCY OR OFFicE)
Garvey Center - Finance office 0O yES BGXNO
15. ACCESS RESTRICTIONS D YES = NO 16, AUDIT REQUIREMENTS

(1r vyEs, cI1TE LAW(S8) & rREGULATION(SB)

BXNONE DO STATE O FEDERAL D

INDEPENDENT

17. IS AN INDEX SYSTEM USED? ) E
4 (1r vas. expLaIN 18. RECOMMENDED RETENT JON
BRIEFLY AND DESCRIBE ANY NARD-ARE/SOPTWARE)

0 yEs XX NoO Retain 3 years, then destroy. Files should
be reviewed periodically and prior to
destruction--materials having continuing
legal or administrative value should be
kept until such value ceases.

’ NAME AND TITLE OF PREPARER 20. TELEPHONE NUMEBER 21. DATE
Jan Blodgett/County Archivist (301) 475-7844 .8/11/89

DGS 550-4 (REVISED 2/87)



AN

IHSTRUCTIGONS - -TYPE OR PRINT A DEFARTMENT OF GENERAL SERVICES : ,
SEPARATE FORM FOR EACH NEW OR RECORDS MANAGEMENT DIVISION AGENCY RECORDS INVENTORY
REVISED RECORD SERIES. FORWARD 7273 WATERLOO ROAD
WITH RECORDS RETENTION SCHEDULE P.O. BOX 273 PAGE g_ oF ‘7

—-(ﬁ 850-1) JESSUP, MARYLAND 20794

v DEFARTMENT /AGENCY 2., DIVISION 3. WNIT
St. Mary's County Office on Aging Finance

DEFINITION-RECORD SERIES-

A GROUP OF
REFERENCE AS RELL AS RETENTION AND DISPOS

RELATED RECORDS NORMALLY FILED

RECORD SERIES TITLE

;County General Fund

AND USED AS A UNIT FOR
ITION PURPOSES

5. EARLIEST YEAR/LATEST YEAR
1985 To0 1989

i 6. RECORD SERIES DESCRIPTION (IRIKFLV DESCRIBE THE TYPES OF lNFORMATION/DOCUH!NTB/FORM! FOUND

Office reports in summary.

4N THE SERIES.

Files relating to County budget expenditures,
budget amendments, expenditures.

INCLUDE THE PURPOSE OR FUNCTION OF THE SEFIES |

Includes budget requests, ledgers,
This information is included in the County'y Finance

The files are kept as detailed backup for audits.

7. RECORD SERIES FORMAT(S)
O LETTER S1ZzE O MICROFILM
EX| EGAL SIZE 0O COMFUTER TAPE

‘ouup BOOK 0O FLOPPY DISK

O AUDIO TAPE O VIDEO TAFE

O OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE
O ALPHABETICAL
0 NUMERICAL

0 CHRONOLOGICAL,

8. VOLUME

B FILE DRAWER(S)
0O MICROFILM REEL(S)
O COMPUTER TAPE(S)
O OTHER(SPECIFY)

2.5
NUMBER

0 GEOGRAPHICAL

BXOTHER( SPECIFY)
Subject groups

10, ANNUAL ACCUMULAT JION

X® FILE DRAWER(S)
.5 O MICROFILM REEL(S)
ROWEER O COMPUTER TAPE(S)

0 OTHER(SPECIFY)

FILE 1S USED

O pAlLY O wEEKLY

12. piLE BECOME

RumbeE

RXMONTHLY

O MONTH(S)

S INACTIVE AFTER

R YEAR(S)

' 13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM)

14. 15 RECORD SERIES DUPL ICATED ELSEWHERE?
Garvey Center - Finance office ti» vyes, sPECIFY raENCY OR OFFicCE)
XKyveEs O No County Finance office
15, ACCESS RESTRICTIONS O YES 8 NO 16. AUDIT REQUIREMENTS
{ir ves, c1TE LAW(B) & REGULATION(S) :
O NONE XXSTATE O FEDERAL 0O INDEPENDENT
17. IS AN INDEX SYSTEM USED? (1pr YES.E)>PLAIN

BRIEFLY AKND DESCRIBE ANY HAHDBARE/BOFTHARE)

OYEs & NO

completed.

RECOMMENDED RETENT ION

3 years or until auditslcbﬁpleted,
whichever is later.
one year prior in office, transfer to County
Records Center for 2 years or until audits

Retain current year and

@

19. NAME AND TITLE OF PREPARER

Jan Blodgett/County Archivist

20. TELEPHONE NUMEER

(301) 475-7844

21. DATE

8/11/89

DGS 350-4 (REVISED 2/87)




INSTRYCTIQNS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR

REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
72783 WATERLOO ROAD
P.O. BOX 2738

CLs 7
AGENCY RECORDS INVENTORY

or 1

(DGS 880-1) JESSUP, MARYLAND 20794 PAcE
DEFARTMENT / AGENCY 2. DIVISION , 3. WNIT
St. Mary's County Office on Aging Finance

A OGROUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR
REFERENCE AS WELL AS RETENTION AND DISPOS|TION PURPOSES

DEFINITION-RECORD SERIES-

4. RECORD SERIES TITLE

5. EARLIEST YEAR/LATEST YEAR
-l3858. TO __ 1989

* State Grants

i 6. RECORD SERIES DESCRIPTION (DRIIPLY DESCRIBE THE TYPES OF INFOMTION/DOCMNTS/FOM FOUND

‘tN THE SERIES. INCLUDE TME PURPOSBE OR FUNCTION OF THE BEFIES )

Financial reports, budget informaion, line-item expenses, and request for funds reports
for each of the grants awarded to the Office on Aging. Grants include Guardianship,
Senior Center, Gateway I (Senior Information and Assistance, Gateway II (Senior
Coordinated Community Care Program), IN-HICAP.

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 8. VOLUME

X FILE DRAWER(S)
O MICROFILM REEL({S)
O COMPUTER TAFE(S)
O OTHER(SPECIFY)

D LETTER SI1ZE O MICROFILM 8 ALPHAEETICAL

R LEGAL S1ZE 0O COMFUTER TAPE

‘l’xmup BOOK O FLOPPY DISK

0 NUMERICAL 2
NWE!F

O CHRONOLOGICAL

U AUDIO TAPE O VIDEO TAFE 0 GEOGRAPHICAL

10. ANNUAL ACCUMULAT JON

XX FILE DRAWER(S)
5 0O MICROFILM REEL(S)
RUMSPR O COMPUTER TAPE(S)
O OTHER(SPECLIEY )

O OTHER(SPECIFY) O OTHER(SPECIFY)

FILE 1S USED 12.

O palLY

Pt FILE BECOMES

RoRbeE

INACTIVE AFTER

O WEEKLY XR MONTHLY 0 MONTH(S) ¥ YEAR(S)

+ 13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM)

14. 1S RECORD SERIES DUPLICATED ELSEWHERE?
Garvey Center - Finance Office tir ves, sPrECIFY raENCY OR OFFICE)
: 0 YES EXNO
15. ACCESS RESTRICTIONS Q YES ®xNO 16. AUDIT REQUIREMENTS

{1r yes, ci1TE LAW(S8) & REGULATION(S)

O NONE XEXSTATE O FEDERAL 0O INDEPENDENT

17. IS AN INDEX SYSTEM USED? (1r vyES.E>XPLAIN

18.
BREIEFLY AND DESCRIBE ANY HARDWARE/SOFTWARE )

RECOMMENDED RETENT JON

Retain for three ;years’ or untilaayait is
completed, whichever.. 8 1afer. Retain:
current year and Q years prior in offlce,
then transfer to CountyuRecards Center g
for 1 year or unt?l all audits completed

O yes O%pno

2

h

l!. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMEER

(301) 475-7844

21.

R

- 8/11/89 "

DATE“ PRI
Jan hlodgett/County Archivist

DGS 350-4 (REVISED 2/87)



bS5
JHSTRYCTIQNS - -TYFPE OR PRINT A DEFARTMENT OF CLNERAL SERVICES IRYRE v/
SEPARATE FORM FOR EACH NEW OR RECORDS MANAGEMENT DIVISION AGENCY RECORDS INVtI\HUR:
REV ISED RECORD SERIES. FORWARD 7278 WATERLOO ROAD

WiTH RECORDS RETENTION SCHEDULE P.O, BOX 278 e -7
PAGE OF
(DGS 8850-1) JESSUP, MARYLAND 207%4

b‘zrmmmwccv 2. DIVISION 3. WNIT
St. Mary's County Office on Aging

A GROUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR
REFERENCE AS RELL AS RETENTION AND DISPOSITION PURPOSES

4. RECORD SERIES TITLE ' ' 5. EARLIEST YEAR/LATEST YEAR

L28L_ To 1989

8. RECORD SERIES DESCRIPTION (DRIIPLV DESCRIBE THE TYPES OF INFOMTION/DOCMNTB/FOM FOUND
‘IN THE SERIES. . INCLUDE THE PURPOSE OR FUNCTION OF THE SEFIES )

Finance

DEFINITION-RECORD SERIES-

Quarterly Performang Reports

Reports to State Office on Aging prepared by the local office concerning grants awarded,
statistics of office activities, etc. These files contain copies of the reports, the

originals are filed with the State Office.

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME

O LETTER SIZE O MICROFILM O ALPHAEETICAL G¥f ILE DRA¥WER(S)
O MICROFILM REEL(S)

i BXLEGAL SIZE O COMFUTER TAPE O NUMERICAL ) O COMPUTER TAPE(S)

| NWEE“
POOK O FLOPPY DISK ECHRONOLOG I CAL ~ 0 OTHER(SPECIFY)

AUDIO TAPE 0O VIDEO TAPE O GEOGRAPHICAL o, Ace TN
0 OTHER(SPECIFY) O OTHER(SPECIFY) % FILE DRAWER(S)
1" O MICROFILM REEL(S)
KUWEEW O COMPUTER TAPE(S)
0 OTHER(SPECIFY )
Pl piLE IS USED 12. FILE BECOMES INACTIVE AFTER

O we & 2 O MONTH(S *X YEAR(S
WEEKLY XMONTHLY RUREEE (s) (8)

13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM) 14. 15 RECORD SERIES DUPL ICATED ELSEWHERE?
ti» ves, sPECIFY s0ENCY OR OFPFicE)

BXYES O NO  State Office on Aging

QO palLYy

Garvey Center - Finance office

15, ACCESS RESTRICTIONS 0 YES &>No i6. AUDIT REQUIREMENTS

{1r vyes, ciTE LAW(8) & REGULATION(S)
PYNONE O STATE O FEDERAL O INDEPENDENT

17. IS AN INDEX SYSTEM USED? B
_ Lir ves.eopLaIn 18. RECOMMENDED RETENTION
BRIEFLY AND DESCRIBE ANY HA"Q‘AR!/'O'TWAR!)

Retain in offie 2 years or until administrative
use is completed, whichever is later.

NOTE: Annual reports to be retained
permanently. s

O.YEs XX NoO

-’ NAME AND TITLE OF PREPARER 20. TELEPHONE NUMEER 21. DATE
Jan Blodgett/County Archivist (301) 475-7844 - 8/11/89

DGS 550-4 (REVISED 2/87)




INSTRYCTIQNS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR

REVISED RECORD SERIES. FORWARD

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7278 WATERLOO ROAD

£LS?
AGENCY RECORDS INVENTORY

WITH RECORDS RETENTION SCHEDULE P.O. BOX 278 )
PAGE 5___OF
_SF 850-1) JESSUP, MARYLAND 20794
DEFARTMENT /AGENCY 2. DIVISION 3, INIT
St. Mary's County Office on Aging Finance

DEFINITION-RECORD SERIES-

A GROUP OF RELATED RECORDS NORMALLY F]LED
REFERENCE AS WELL AS RETENTION AND DISPOS

1

f

4. RECORD SERIES TITLE

Federal Grants - RSVP

f_‘I’_LQN_LHBMEL

AND USED AS A UNIT FOR

5. EARLIEST YEAR/LATEST YEAR

L8l 1o 1989

f

6. RECORD SERJES DESCRIPTION (BRIIFLY DESCRIBE THE TYPES OF INFOMTION[DOCMNTB/?OM FOUND

‘IN THE SERIES.

INCLUDE THE PURPOSE OR FUNCTION OF THE SEFIES )

Financial reports, budget information, line-item expenses, and request for funds reports

for the RSVP program.
and annual summaries.

These files provide detailed backup for information in final reports

7. RECORD SERIES FORMAT(S)
O LETTER SIZE U MICROFILM
BXLEGAL SIZE U COMFUTER TAPE
‘I'BOUND BOOK U FLOPFY DISK
0 AUDIO TAPE O VIDEO TAFE
0 OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE
O ALPHABETICAL
O NUMERICAL
x® CHRONOLOGICAL
O GEOGRAPHICAL
O OTHER(SPECIFY)

9. VOLUME
& FILE DRAWER(S)

O MICROFILM REEL(S)

___th O COMPUTER TAPE(S)
NUMBER 0 orHER(SPECIFY)

10. ANNUAL ACCUMULAT ION
*# FILE DRAWER(S)

. O MICROFILM REEL(S)

KOWEPE O COMPUTER TAPE(S)

O OTHER(SPECIFY )

i1V piILE IS USED 12. FiLE BECOMES INACTIVE AFTER
0 DAILY 0 WEEKLY XB MONTHLY N‘!E!%H' O MONTH(S) #X YEAR(S)
. 13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM) 14. IS5 RECORD SERIES DUPL ICATED ELSEWHERE?
Garvey Center - Finance Office tir vyes, speciry raEncy Or OFFice)
0 YES EXNO
15. ACCESS RESTRICTIONS O YEs x8 NoO 16. AUDIT REQUIREMENTS
(sr veB, c1TE LAW|(S) & REGULATION(S)
O NONE xSTATE xBxFEDERAL 0O INDEPENDENT
17. 1S AN INDEX SYSTEM USED? :
(1r ves mxrLaIN 18. RECOMMENDED RETENT ION
BREIEFLY AND DESCRIBE ANY HARDIARE/BOFTWARE)

O YES XX NO Retain 3 years or until all audits
completed whichever is later.* Retain
in office 2 years, the transfer to County
Records Center.

19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMEER 21. DATE
Jan Blodgett/County Archivist (301) 475-7844 8/11/89

DGS 550-4 (REVISED 2/87)




INSTRUCTIQNS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7278 WATERLOO ROAD

G5 2
AGENCY RECORDS INVENTORY

WITH RECORDS RETENTION SCHEDULE

P.O. BOX 273
JESSUP, MARYLAND 20794

PAGE QQ or /

_ﬁs 550-1)
% DEFARTMENT / AGENCY

2. DIVISION

4. RECORD SERIES TITLE

Federal Grants - Title III

3. INIT
St. Mary's County Office on Aging Finance
DEF INITION-RECORD SERIES.A OROUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR
REFERENCE AS WELL AS RETENTION AND DISPOSITION PURPOSES

5. EARLIEST YEAR/LATEST YEAR
J988 . TO 1989

I 6.
1IN FHE SERIES.

for final reports.

RECORD SERIES DESCRIPTION (BRIIFLY DEBCRIBE THE TYPES OP‘INFORMATION/DOCUH!NTB/PORMS FOUND

INCLUDE THE PURPOSE OR FUNCTION OF THE BEFIES |

Budget information, financial reports, line-item expenditures, requests for funds, donation
reports and Title III closing information. These files contain detailed backup information

7. RECORD SERIES FORMAT(S) 8.
O LETTER S1ZE O MICROFILM
BXLEGAL SI1ZE O COMFUTER TAPE

M BOoOK O FLOPPY DISK

0O AuDIO TAPE O VIDEO TAPE

O OTHER( SPECIFY)

RECORD SERIES SEQUENCE 9.
O ALPHAEETICAL
O NUMERICAL
& *CHRONOLOG | CAL
O GEOGRAPHICAL

O OTHER(SPECIFY)

VOLUME

5 FILE DRAWER(S)
) O MICROFILM REEL(S)
O COMPUTER TAPE(S)
RUMBER o oriep(sPECIFY)

10. ANNUAL ACCUMULAT ION

¥X FILE DRAWER(S)
.5 0O MICROFILM REEL(S)

ROGMEPE O COMPUTER TAPE(S)

|31, piLe 15 useD

O palLY 0 wEEKLY BXMONTHLY

O OTHER(SPECIFY)
FILE BECOMES INACTIVE AFTER

3 O MONTH(S)

12,

XXX YEAR({S)

‘13,

CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM) 14. 1S RECORD SERIES DUPL ICATED ELSEWHERE?
tir ves, sPeciFry reENCY OR OFFiCE)
Garvey Center - Finance Office 0O YES BXKNO
15. ACCESS RESTRICTIONS Q YES &xno 16. AUDIT REQUIREMENTS

{ir vyEB, CITE LAW(B) & rREGULATION(S)

0O NONE RXSTATE GXFEDERAL O INDEPENDENT

17. IS AN INDEX SYSTEM USED? (17" YRS.E>PLAIN
BRIEFLY AND DESCRIBE ANY HARDWARE/SOFTWARE )

0O YES X NO

®

18. RECOMMENDED RETENT ION
Retain 3 years or until all audits
completed, whichever.is~tater=7Rgtdin in

office 2 years,;thgﬁ:ﬁ?@ﬁgﬁgiﬂidiGéungy
Records Center.

sty i

19. NAME AND TITLE OF PREPARER 20,

Jan Blodgett/County Archivist (301) 475-7844

TELEPHONE NUMBER

N
o
»
P

.

'8/311/89 i IS

R A

L . Bt

PO BTV

A Lt

DGS 550-4 (REVISED 2/87)



LS TEUCT I GS C65 7
INHSTR i1S--TYPE OR PRINT A DEFARTMENT OF GENERAL SERVICES . T
SEPARATE FORM FOR EACH NEW OR RECORDS MANAGEMENT DIVISION AGENCY RECORDS INVENTORY

REVISED RECORD SERIES. FORWARD 7278 WATERLOO ROAD

WI1TH RECORDS RETENT ION SCHEDULE P.O. BOX 273 -7 w
PAGE OF

(DGS 880-1) JESSUP, MARYLAND 20794

DEFARTMENT / AGENCY 2. DIVISION 3. UNIT
St. Mary's County Office on Aging Finance

DEF INITION-RECORD SERIES.? OFOUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR
REFERENCE AS WELL AS RETENTION AND DISPOS|TION PURPOSES

4. RECORD SERIES TITLE ' ' 5. EARLIEST YEAR/LATEST YEAR
. SMILE 1988 TO 1989

| 8. RECORD SERIES DESCRIPTION (IRIIPLY DESCRIBE THE TYYPES OF INFOMTION/DOCMNTS/FOM FOUND
‘IN ‘THE SERIES. A INCLUDE THE PURPOSE OR FUNCTION OF THE BEF1ES)

Reports relating to three revenue sources containing line-item expenses, budget information,
donation reports, financial reports, ledgers. These files contain the detailed backup
information for final reports. SMILE is an adult day care program supervised by the

Office on Aging.

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME

O LETTER S1ZE O MICROFILM X ALPHAEETICAL XK FILE DRAWER(S)
O MICROFILM REEL(S)

BFXREGAL SIZE 0O COMFUTER TAPE 0 NUMERICAL .2 D COMPUTER TAFE(S)

NUMBE
‘I,I&ND BOOK O FLOPPY DISK O cCHRONOLOGICAL ) D0 OTHER{SPECIFY)

a] w} o
AUDIO TAPE VIDEO TAPE GEOGRAPH I CAL 10. ACC TION

O OTHER(SPECIFY) O OTHER(SPECIFY) BFILE DRAWER(S)

O MICROFILM REEL(S)
O COMPUTER TAPE(S)
O OTHER|SPECIFY.)
FILE 1S USED 12. FILE BECOMES INACTIVE AFTER

O paILY 0 WEEKLY X MONTHLY mz O MONTH(S) X% YEAR(S)

¢ 13. CURRENT LOCATION(S.) { BLDG. ,FLOOR, ROOM) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE?

tir ves, speEcIFY raENCY OR OFFicE)
Garvey Center - Finance Office 0 YES & No

11,

15. ACCESS RESTRICTIONS U YES XXNO 16. AUDIT REQUIREMENTS
(1r yES, ci1TE LAW({B) & REGULATION(S)
0 NONE x& STATE XXX FEDERAL O INDEPENDENT

-

17. IS AN INDEX SYSTEM USED? JE> e
L1r ves.E>pLAIN 18. RECOMMENDED RETENTJON.' .- <
BEIEFLY ARD DESCRIBE ANY HARD“ARE/’O'T"ARE) y

5 t 5" B n_‘,in*l-w‘ - i
Retain 3 years or until all audits ¥
completed, whichever is later. :Retain ,in
office 2 years, ithen transfér to Records

Center.

0 YES XX NO

19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMEER

Jan Blodgett/County Archivist (301) 475-7844 8/11/89

DGS 550-4 (REVISED 2/87)




